
Destiny Reports
Title and Copy List

(For Library and Textbooks)



The Title & Copy list:

• List titles only or…

• Output as PDF or Microsoft Excel.  (Textbooks, as PDF only)

• Select by…

(Resource list)

Library Textbook



Example.
Produce a spreadsheet of Literature Circle titles with all copies and who has copies checked out.

• Copy call numbers have the prefix “LITCIRC”.

Problem:  Selection by Call 
Number is not an option for this 
report.

Solution:  Create a Resource 
List.

1.  In Catalog, Resource Lists add a new resources list and Save.

2.  In Catalog, Library Search, click the Number tab. Search for the call # prefix LITCIRC only at Barsby.



3.  On the Search Results page, Click Show All, select your resource list, and click the Add Page button.

Now that you have a resource list of the titles you want to include in your report you can proceed to Reports.

4.  Go to Reports, Library Reports select Title & Copy List.

5. Make the following selections and Run.



6. Refresh the Report Manager list and Click View.

7. Save and Open the resulting spreadsheet.

Once you have your spreadsheet open in Excel, you can remove unnecessary columns, remove unwanted rows, and 
sort your data by whichever field is most useful.



The Title & Copy List report can be used to report the status of all copies of a particular textbook whether they’re 
checked out, lost, or available.

1.  Go to Reports, Textbook Reports, Title & Copy List.

2.  Select & sort by Title... 

If selecting by title, remember to include an end string. 



3. Refresh the Report Manager list and Click View.

Lists copies available… 

… copies checked out, and to whom… 

…lost copies with billing details.
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